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EMPLOYEE RESPONSIBILITY
By DOROTHY JANE MILLER, L.P.A.
Dorothy Jane Miller is a charter member of the Spokane Chapter of ASWA.
She is past president of the chapter as well as past national president of ASWA.
Miss Miller’s professional background includes public accounting work for Le
Master & Daniels, C.P.A.’s, Office Manager for the Brownie Baking Company and
the National Cash Register Co. For the past five years Dorothy Jane Miller has
been Office Manager of Arthur D. Jones & Co., Spokane’s oldest realty firm.
Miss Miller addressed this talk on employee responsibility to the members of
ASWA attending the June, 1953, Western Regional Conference in Seattle,
Washington.
available sources for such information.
An employee should be helpful and
friendly but not carry it to a point of fa
miliarity nor conduct herself with an air
of superiority. Tact should be used in
bringing errors to the attention of other
employees and superiors. Be cooperative
with fellow employees, but avoid gossip
ing with them about the affairs of the
company, superiors or other employees.
Be friendly and dignified and willing to
give constructive criticism of unsatisfac
tory work. Teach subordinates the details
of your work to help them advance. Show
appreciation of subordinates’ good work
by a word of praise.
An employee’s moral responsibility to
her employer is to state facts as she sees
them, full and complete, so they cannot be
misunderstood.
Organize your work, outline your duties
systematically, study each phase of the
work given you and determine the best
way to get it done. Help your employer
with details he overlooks.
Successful, responsible employees are
public-spirited. They willingly cooperate
when called upon for information and they
join organization drives and civic groups
and participate in worthwhile activities of
the community. This creates good-will,
makes friends and wins customers and
clients.
Good employees are alert to the laws
that affect their business. Local, state
and national laws dealing with matters
that touch upon one’s business are of vital
concern to an employer and necessary for
an alert employee to know how they affect
the business of the one who employs her.
Every employer wants his employees
around when he needs them and wants
them in readiness to serve. Conscientious
employees do not make improper use of
working time.

An office manager asked an applicant if
she had any unusual talents. She said she
had won several prizes in crossword puz
zle and slogan writing contests. “Sounds
good,” the manager told her, “but we want
somebody who will be smart during office
hours.” “Oh,” said the girl, “this was
during office hours.”
This young applicant was lacking in
responsibility. I believe responsibility
can be defined as a state of being respon
sible for that for which one is accountable
or answerable, a trust resting on a person.
In accepting responsibility there are
many helpful services an accounting em
ployee may render to her employer, such
as helping with the installation of ac
counting and cost systems, advice on busi
ness problems effecting the business.
One must conduct oneself so the em
ployer will have confidence in the com
petence and trustworthiness of the em
ployee. One must safeguard the interests
of one’s employer against competitors. The
relationship between a trusted employee
and employer is essentially confidential.
It may be fatal or very damaging if infor
mation entrusted to employees is im
properly revealed. It is a sacred duty to
respect the confidential relationship with
one’s employer. One with a loose tongue,
one who cannot keep a secret should never
attempt to hold a position of trust and
responsibility.
What is an employee’s responsibility
and duty if she discovers serious wrong
doings on the part of her superiors or em
ployer which cannot be corrected or dis
closed in the employee’s work? She may and
should sever relationship with a dishonest
employer but she should respect the con
fidence of her employer and should not
break the confidential trust. When you
betray a business confidence, you are com
mitting a dishonest act. There are other
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Whether the organization where you
are employed is large or small, the people
in it must make an impression upon the
public that will instill confidence in the
service offered. You can help create a
good impression by your behavior with
such qualities as good manners, politeness,
friendliness and consideration of others.
Also important in creating a favorable im
pression are poise, posture, personal ap
pearance, pleasantness and voice.
Poise is the reflection of inner spirit, a
reflection of emotional stability. A per
son with poise never raises her voice or
shows anger in any way.
Remember a smile wins friends and cli
ents. You cannot afford to show a bored
frown or be too tired to answer important
questions. A pleasant voice is of great
importance where much general conver
sation between employer and employee is
necessary. Well modulated tones relax a
listener and build confidence, whereas
shrill tones tend to irritate.
Study yourself—your character traits
like loyalty, sincerity, tact, judgment,
memory, dependability, initiative and hon
esty. Are you understanding and patient
and do you have good self-control?
If you discover you do not possess some
of these qualities, try a little self-training.
It will pay dividends, paving a path from
employee to high positions with great re
sponsibility.
Let us help the young women account
ants who follow in our footsteps and make
it our duty and privilege to teach them
the meaning of this great word “respon
sibility—that for which one is account
able.”

bers not merely for the purpose of training
the new employee, but to bring out the
latent talents, thereby serving two purposes:
increasing work output through cooperation
and recognition, and developing leaders for
foreman or supervisory promotion. A happy
office is a productive place of employment.
Genuine enthusiasm is contagious. The
Supervisor who has it stimulates the entire
department. The result: a group of enthusi
astic, co-operative, productive workers for
—the employees aren’t there just putting
in time. No. They want to work, they want
to produce, they want to see results. Such
is the spirit of enthusiasm.
In order to complete this enthusiastic
circle of wanting to do the best that we know
how for our employer, one should consider
the physical working conditions. Is the
lighting good ? How about ventilation ? Sani
tation is also important. All must be con
sidered if increased office efficiency is ex
pected, besides considering the morale of
the employee. It pays dividends and in
creases job enthusiasm.
The importance of “job enthusiasm” can
not be stressed too much, for if one enjoys
one’s work, the power drive in unlimited.
The Company profits. The Community bene
fits. Euthusiasm comes from within. It
radiates with excitement. It is spirited,
glowing, intense, inspiring, stimulatng. It
is contagious and the Supervisor who has
this enthusiasm is a successful leader who
transforms her Department into a produc
tive organization which is essential to
working and living together.
Just because she has reached the position
of Supervisor doesn’t mean that she has
reached the top. It is erroneous to assume
that a person sitting in an executive chair
is a success. The successful leader continues
to improve herself, is alert to the ever con
stant change taking place. She continues
her studies in human relations and technical
training. She observes her Company’s pro
gress, for she realizes that each person’s
success is bound up with that of the whole
business. And above all, the Supervisor
knows that in order to handle people she
must first know how to handle herself.

(Continued from page 10)
the best use of her commercial training?
Do you place her in other Departments un
til she is happily adjusted? Do you encour
age your employees to take an active part in
Accounting and Professional Societies:
local, state, and national? This is a power
ful stimulant to improve the efficiency of
the employees in their profession: estab
lishes good fellowship: is an incentive to
furthering their studies, at the same time
advancing the opportunities for women in
the accounting field.
The leader with executive ability lets
each employee know where she stands,
whether it is marking time or progressing.
She delegates her authority, thereby ac
knowledging the importance of the indivi
dual. She holds others to account for details.
She assigns junior workers to senior mem
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Rachel G. Katz, 1054 Rosedale Road NE,
Atlanta, Georgia. Member of Delta Nu
Delta. Studied at University of Georgia.
Lois L. Smalley, 1947 Overland Avenue,
Los Angeles 25, California. Member of
Los Angeles Chapter of ASWA. Studied
at U. C. L. A.
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